Sample #2 

(Full-Time Employment Cover Letter) 

Jane Swift 

18 Central Park Street





Petersburg, VA 23831







Date (Month, Date, Year) 







 
Mrs. Pat Cummings 
District Manager 
DXT Retail Chain 
1140 Main Street 
Anytown, VA 23832

Dear Mrs. Cummings:

My interest in joining your dynamic staff in a full-time management position has prompted me to forward the enclosed resume for consideration.  
During the past three years, I have held progressively responsible positions in retail sales, from Salesperson to Manger.  In my most recent position as Store Manager for Raintree Designs, I assumed responsibility for branch sales from $500,000 to $1 million in one year.  I possess hands-on experience in sales, inventory control, and product promotion.  

As Assistant Manager for Rips, Incorporated in Brooklyn, I supervised ten staff, oversaw the production of a promotional video, and assisted in the selection of chain-wide promotion techniques.

The majority of my retail management experience has been on a part-time basis.  At this point in my career, I am ready to apply acquired skills to a long-term, more permanent association.  As an employee of DXT Retail Chain, I would extend every effort to increase sales and promotion and assure smooth store operations.

After you have had the opportunity to review my qualifications, I would appreciate hearing from you to schedule a personal interview.  I want to learn more about your needs and discuss my ability to contribute to your goals. I can be contacted at 234-567-1122 or janeswift@gmail.com. Thank you for your time and consideration.

Sincerely,
Jane Swift 

Jane Swift

Enclosure 

